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IC 5-11-13-1 

• Every Township Trustee is responsible for filing a report, called the 
100R, with the State Examiner that indicates the following: 
1. The names and business addresses for each employee; 
2. Their respective duties; and 
3. Their compensation. 
 
The report is required to be filed in the month of January. 
 
The report must be filed in an electronic form in the manner 
prescribed by IC 5-14-3.8-7 (Gateway system) 
 
The DLGF may not approve the subsequent budget if the report 
has not been filed. 



Annual Reports 

• There are three reports commonly referred to 
as the Annual report: 

1. Report required by IC 36-6-4-12 to be presented 
to the Township Board; 

2. Report required by IC 36-6-4-13 to be published 
in accordance with IC 5-3-1; and 

3. Report required by IC 5-11-1-4 to be filed with 
the State Examiner. 



IC 36-6-4-12 

• The report is required to be presented to the Township Board at 
their annual meeting that is to take place on or before the third 
Tuesday after the first Monday in February (2-17-15). 

• The report shall consist of the receipts and expenditures of the 
preceding year along with the ending balance of all funds controlled 
by the Trustee.  This report is called the “Cash & Investment 
Combined” report in Gateway. 

• Within 10 days after the Township Board meeting, the Trustee is 
required to file a copy of the report along a copy of all the checks 
issued with the County Auditor. 

• If the Trustee fails to file the report with the County Auditor within 
10 days, then the Township Board may fine the Trustee $5 for each 
day until the report is filed. 



IC 36-6-4-12 continued 

• Among other things, IC 36-6-4-14 requires the outgoing 
Trustee to provide the incoming Trustee with the 
report required by IC 36-6-4-12 no later than the 
second Monday in January (1-12-15). 

• Because we have designed the Gateway website to 
accomplish all three required annual reports the 
outgoing Trustee will have “edit only” rights through 
their prior username and password.  They will be able 
to input the information into the Gateway report and 
print out the “Cash & Investment Combined” report to 
present to the incoming Trustee. 



IC 36-6-4-13 

• The report is an abstract of the receipts and 
expenditures of all funds and must include the 
following: 
1. The sum of each fund’s balance at the beginning of the 

year; 
2. The sum of money received by each fund during the 

year; 
3. The sum of money paid from each fund during the year; 
4. The sum of each fund’s balance at the end of the year; 
5. A detail of receipts by source for the year; and 
6. A detail of expenditures showing the gross payment 

made to each vendor during the year. 



IC 36-6-4-13 continued 

• Within four weeks after the third Tuesday 
following the first Monday in February           
(3-17-15) the abstract must be published in 
accordance with IC 5-3-1. 

• The published abstract must state that a copy 
of the report and accompanying checks are on 
file with the County Auditor and the Township 
Board has a copy of the report that is available 
for inspection by the public. 



IC 5-11-1-4 

• Every Township is required by the State Examiner 
to file a financial report no later than 60 days 
after the end of the fiscal period. 

• Township fiscal period runs 1-1-14 to 12-31-14, 
so the report is due by March 1, 2015. 

• Report is required to be submitted electronically 
in the manner prescribed by IC 5-14-3.8-7 
(Gateway system) 

• DLGF will not approve subsequent budget if the 
report has not be filed. 



Initial Steps for Gateway System 

• The first step for newly elected Trustees is to 
email annualreports@sboa.in.gov and request 
a username and password.  In the email you 
should include the following: 
1. that your are the newly elected Trustee for “XYZ” 

Township;  

2. you should indicate your name; and 

3. you should indicate the email address that you 
would like to use for Gateway related 
notifications. 

mailto:annualreports@sboa.in.gov


Indiana Gateway for Government Units 

• Gateway Public Website 

– https://gateway.ifionline.org/ 

 

https://gateway.ifionline.org/
https://gateway.ifionline.org/


Indiana Gateway for Government Units 

• Gateway Login Screen 

– https://gateway.ifionline.org/login.aspx 

https://gateway.ifionline.org/login.aspx
https://gateway.ifionline.org/login.aspx


Indiana Gateway for Government Units 

• Gateway Home Screen 

– Applications are available for multiple agencies. 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 

• Per IC 5-11-13 

– Must be filed with the State Examiner. 

– DLGF may not approve the budget of a unit until it 
is filed. 

– Must be filed electronically via the State Gateway. 

– Due January 31 each year. 

– Must indicate whether the unit offers a health 
plan, a pension, and other benefits to full-time 
and part-time employees.  



• Per IC 5-11-13-1.1 
– Must indicate whether the unit has implemented 

a nepotism policy (IC 36-1-20.2) and a contracting 
policy (IC 36-1-21).  Do NOT send copies of these 
policies or the 100R to SBOA. 

– New for 2014.  A PDF file of the nepotism and 
contracting policies must be uploaded to Gateway. 
You will not be able to submit until they are 
uploaded. 
 

Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 



• Who to Report 

– Report ALL people employed by the unit for the 
previous year. This includes part time, temporary, 
and seasonal employees.  If a W2 is supposed to 
be issued, that person should be listed on the 
Gateway 100R. IRS Publication 15 has guidelines 
for determining if someone is an employee or a 
contractor.  Elected officials including board 
members should be included. 

Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 



• What to Report 

– Report the total compensation paid to the 
employee during the previous year.  Use IRS 
Publication 15 as a guideline as to what to include 
as compensation.  For specific questions, check 
the user guide and consult your tax professional. 

 

Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 



• Ability to auto fill address fields. 

Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 

• Ability to auto fill address fields. 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 

• Ability to auto fill address fields. 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 

• Helpful Hints 

– Tab or click in a cell to go to the next cell in a row. 

– Enter one row at a time. Press the Enter key when 
you are finished entering a row. 

– Correct any errors on a row before starting the 
next row. 

– Enter something in all cells marked “Required” or 
the row will not be saved. 

 

 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 

• Helpful Hints 

– Avoid using double quotes in a cell. 

– Do not enter a dollar sign or commas in the Total 
Compensation cell. 

– Click the Save All Work Button to save changes. 

– You may sort rows within the grid by clicking on 
the column heading. 

– For best results, use the most recent version of 
Internet Explorer, Chrome or Firefox.  

 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 

• Submit 100R and Attestation Statement 
– Don’t forget to submit. Your form is not filed until you submit 

it.  If you upload your information you still have to click the 
submit button to be done. 

– An Attestation Statement is part of the submission process. 

 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 

• Submit 100R and Attestation Statement 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 

• Submit 100R and Attestation Statement 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 

• Submit 100R and Attestation Statement 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 

• Attestation Statement 

– Certifies that the data is accurate to the best of 
your knowledge and belief. 

– Must be signed by the official. 

– Must be mailed within 5 days of submitting on 
Gateway. 

– If you re-submit your 100R on Gateway, you must 
print, sign and mail a new attestation form. 





• How can I get help? 

– User Guide 

 

 

Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 



Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 

 

• How can I get help? 
– SBOA Web site at www.in.gov/sboa 
 

 

http://www.in.gov/sboa


Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 

• How can I get help? 

– Email the SBOA Help Desk at: 
annualreports@sboa.in.gov  

– Email IBRC Technical Support at: 
ibrctech@iupui.edu  

 

mailto:annualreports@sboa.in.gov
mailto:ibrctech@iupui.edu


Certified Report of Names, Addresses, Duties and 
Compensation of Public Employees (Form 100R) 

 

 

Questions? 

 



Annual Financial Report (AFR) 

• Per IC 5-11-1-4 

– Must be filed with the State Examiner. 

– DLGF may not approve the budget of a unit until it 
is filed. 

– Must be filed electronically via the State Gateway. 

– Due 60 days after the year end which will be 
March 1, 2015.  



AFR Main Menu 



Unit Questions 



Unit Questions continued 

• Answers to certain questions will determine 
the availability of some sections on the AFR 
Main Menu (Capital Assets, Grants, Financial 
Assistance to Non-Governmental Entities, 
Debt, Leases, Contracts) 



Schedule of Officials 



Schedule of Officials continued 



Schedule of Officials continued 

• You are required to input information into the 
following fields in order to continue: 

1. Primary Contact,  

2. Office Address,  

3. Office Phone Number and  

4. Office Email Address. 

 

Must mark the form complete to continue. 



Financial Data By Fund 



Financial Data By Fund continued 

• Information inputted should agree with the 
information in the Township Ledger. 

• Fund names and beginning balances will pull 
forward from prior year’s report. 
– You can change the beginning balances by 

selecting the field and entering the correct 
number 

• To enter Receipts and Disbursements you click 
the Add/Edit link for each fund. 



Receipts 



Receipts continued 

• Totals for each applicable category are 
inputted into the fields. 

– If certain receipts do not have a category listed 
you have the option of adding a category in the 
“Other” section of each set of categories. 

• Amounts inputted into the Investment 
Purchases category will add to the Investment 
balances on the Financial Data by Fund report. 



Disbursements 



Capital Assets 



Capital Assets continued 

• This schedule will be available if you answered 
“Yes” to question #7 on the Unit Questions 
screen. 

• You are required to enter Total amounts for each 
category of capital assets listed on the schedule. 

• The amounts that you enter should be the total 
acquisition costs for each type of asset. 

• If you don’t have any capital assets in a particular 
category then you should enter a zero.  



Grants 



Grants continued 

• Schedule will be available if you answered 
question #1 by selecting “Yes”. 

• Click “Add Row” to enter each grant. 

• Enter information in the fields that are marked 
“Required”. 

• Descriptions of each column is provided below 
the schedule. 

 



Accounts Payable/Receivable 



Accounts Payable/Receivable 
continued 

• Total amounts are required to be entered in 
each column. 

• If you do not have any Accounts Payable or 
Accounts Receivable, then you should enter a 
zero in the two fields. 

• Descriptions are provided below the schedule 
for reference. 



Debt 



Debt continued 

• Schedule will be available if you answered 
question #5 by selecting “Yes”. 

• Click “Add Row” to enter each debt 
outstanding as of December 31, 2014. 

• Select the type of “Debt Class” for each 
outstanding debt that has been issued.  

• Enter information in the fields that are marked 
“Required”. 

 



Leases 



Leases continued 

• Schedule will be available if you answered 
question #6 by selecting “Yes”. 

• Click “Add Row” to enter each lease 
outstanding as of December 31, 2014. 

• Enter information in the fields that are marked 
“Required”. 

 



Financial Assistance to Non-
Governmental Entities 



Financial Assistance to Non-
Governmental Entities continued 

• Schedule will be available if you answered 
question #2 by selecting “Yes”. 

• Click “Add Row” to enter organization that the 
Township provided assistance. 

• Enter information in the fields that are marked 
“Required” and complete as many additional 
fields as you are able. 

 



Pensions 



Pensions continued 

• Select all plans that apply 

• If you answer yes, then you will be asked for 
additional information that we are required to 
gather per IC 5-11-20. 

• You are required to “check” the complete box 
in order to be done with this schedule. 

 

 



TA-7 



TA-7 continued 

• Complete each question from information 
included on Township Assistance Applications. 

• Must input information in every field.  
Therefore, zeros should be inputted into fields 
that do not have amounts. 



Disbursements by Vendor 



Disbursements by Vendor continued 

• This schedule is completed to satisfy one of 
the requirements of the abstract from IC 36-6-
4-13. 

• The total amount of disbursements that you 
have entered on the Disbursement schedule 
will be brought forward. 

• You click on the “Enter Detail” link to add your 
vendors. 



Disbursements by Vendor continued 



Disbursements by Vendor continued 

• You select the “Add Row” button for each vendor that 
you made a payment to. 

• You are required to enter information to all of the 
columns included in the schedule. 

• You are required to enter every vendor/person that 
you made payment to for each fund. 
– If you have recorded a “transfer out” from a fund then you 

would still need to list that transfer for the schedule to be 
complete. 

• At the end, the sum of the vendor detail that you enter 
will have to agree with the Total Disbursements that 
you inputted in the Disbursement Schedule. 
 



Contracts 



Contracts continued 

• This screen will be available if you answered 
“Yes” to question #9 on the Unit Questions 
screen. 

• At this point, uploading contracts are 
voluntary. 



Upload Financial Information 



Upload Financial Information 
continued 

• This function will be available to you if you 
answered “Yes” to question #8 on the Unit 
Questions screen. 

• May be advantageous for larger Townships 
instead of manually inputting the information. 

• Specs for uploading are included in the User 
Guide. 

• You should work with your software vendor to 
determine what is necessary to be able to upload 
your financial information. 



Annual Report Outputs 



Annual Report Outputs continued 

• We have created numerous reports that are 
available for compellation and distribution. 

• We have also analyzed the statute’s publication 
requirements and determined there are four 
reports that you are required to advertise and 
created a separate section at the bottom of the 
list: 
1. Cash & Investment Combined 
2. Detailed Receipts 
3. Disbursements by Vendor 
4. Township Certification Form 



Review Submission 



Review Submission continued 

• You should click the Review Submission link prior 
to submitting the Gateway AFR. 

• There are two possible types of errors that could 
be noted: 
1. Submissions Errors – If these errors are noted you 

will be prevented from submitting until they are 
corrected. 

2. Submission Warnings – These errors will not prevent 
you from submitting, but should be noted for 
possible correction. 

 



Annual Financial Report (AFR) 

• Helpful Hints 
– Tab or click in a cell to go to the next cell in a row 

or on the screen. 

– On a grid, enter one row at a time. Press the Enter 
key when you are finished entering a row. 

– Correct any errors on a row before starting the 
next row or leaving the screen. 

– Enter something in all cells marked “Required” or 
the row or screen will not be saved. 

– Make sure to scroll to the right to see all cells. 

 
 



Annual Financial Report (AFR) 

• Helpful Hints 
– Avoid using double quotes in a cell. 
– Do not enter a dollar sign or commas when 

entering amounts. 
– Click the Save All Work Button to save changes. 
– You may sort rows within some grids by clicking on 

the column heading. 
– Do not send SBOA a copy of the AFR or the proof 

of publication. 
– For best results and to view output reports, you 

must use the most recent version of Internet 
Explorer, Chrome or Firefox.  

 



Annual Financial Report (AFR) 
• Submit AFR and Attestation Statement 

– Don’t forget to submit. Your form is not filed until 
you submit it. 

– An Attestation Statement is part of the submission 
process. 



Annual Financial Report (AFR) 

• Submit AFR and Attestation Statement 



Annual Financial Report (AFR) 

• Submit AFR and Attestation Statement 



Annual Financial Report (AFR) 

• Submit AFR and Attestation Statement 

 



Annual Financial Report (AFR) 

• Attestation Statement 

– Certifies that the data is accurate to the best of 
your knowledge and belief. 

– Must be signed by the official. 

– Must be mailed within 5 days of submitting on 
Gateway. 

– If you re-submit your AFR on Gateway, you must 
print, sign and mail a new attestation form. 

– Must use the most recent version of Internet 
Explorer, Chrome or Firefox to view statement.  

 





Annual Financial Report (AFR) 

• New for 2014 

– Locking the AFR 

• In the past, you have been able to un-submit your AFR 
and make changes at any time.   

• You will still be able to un-submit your AFR and make 
changes up to the exit conference date. 

• After that date, your AFR will be locked and you will 
NOT be able to make any further changes.  We will not 
unlock it unless there are special circumstances 
approved by the State Examiner. 



Annual Financial Report (AFR) 

• New for 2014 
– Locking the AFR 

• Why?  We do not want the numbers in the AFR to 
change after the audit is completed so that it matches 
the numbers reported in your audit or examination 
report. 

• Therefore, you need to make sure that you have any 
corrections discussed during the audit completed 
before the exit conference. 

• If you find any errors or corrections that need to be 
made after the audit, you will make these on the next 
AFR. 

 



• How can I get help? 

– User Guide 

 

 

Annual Financial Report (AFR) 



 

• How can I get help? 
– SBOA Web site at www.in.gov/sboa 
 

 

Annual Financial Report (AFR) 

http://www.in.gov/sboa


Annual Financial Report (AFR) 

• How can I get help? 

– Email the SBOA Help Desk at: 
annualreports@sboa.in.gov  

– Email IBRC Technical Support at: 
ibrctech@iupui.edu  

 

mailto:annualreports@sboa.in.gov
mailto:ibrctech@iupui.edu


Annual Financial Report (AFR) 

 

 

Questions? 

 


